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	POSITION DESCRIPTION
	



	This position description serves as the official classification document of record for this position.  Please complete this form as accurately as you can as the position description is used to determine the proper classification of the position. 

		2.Employee’s Name (Last, First, M.I.)
	8.	Department/Agency

	
	
Dept. of Labor and Economic Opportunity (LEO)

		3.Employee Identification Number
	9.	Bureau (Institution, Board, or Commission)

	
	
Michigan Occupational Safety and Health Administration (MIOSHA)

		4.Civil Service Position Code Description

	10.	Division

	
State Division Administrator 17
	
Technical Services Division (TSD)

		5.Working Title (What the agency calls the position)

	11.	Section

	
Director, Technical Services Division
	

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	
Barton G. Pickelman, State Bureau Administrator 18
	

		7.Name and Position Code Description of Second Level Supervisor
	13.	Work Location (City and Address)/Hours of Work

	
Sean Egan. Deputy Director LEO
	
Stevens T. Mason Building, 530 W. Allegan, Lansing
        8:00 a.m. – 5:00 p.m., Monday - Friday

		14.	General Summary of Function/Purpose of Position

	

The TSD Director position is responsible for the oversight of the day-to-day management of personnel and program functions of the division. The functions of the division include administration of MIOSHA’s Radiation Safety Section; Laboratory and Equipment Services Section; Management Information Systems Section; Consultation Education and Training (CET) and MIOSHA Workplace Improvement to Safety and Health (MIWISH) grant programs; statewide injury and illness surveys under a grant with the federal Bureau of Labor Statistics; and overall budget and grant application functions for the agency in conjunction with department finance staff.


		15.	Please describe the assigned duties, percent of time spent performing each duty, and what is done to complete each duty.
		List the duties from most important to least important.  The total percentage of all duties performed must equal 100 percent.

	Duty 1
General Summary of Duty 1	% of Time	45
Organize, direct, control and evaluate the work of the Radiation Safety Section, Management Information Systems Section, Laboratory and Equipment Services Section, and the CET and MIWISH grant programs. 


	Individual tasks related to the duty.
· Recruit, select, train, organize, direct, and manage personnel based on program needs.
· Maintain updated administrative and program policies and procedures.
· Establish and maintain internal management controls for the division including policy, procedures, systems, and fiscal management.
· Develop and ensure implementation of division and agency instructions for staff.
· Effectively manage the division’s physical and fiscal resources.
· Report division performance outcomes in a timely manner for inclusion in agency and department reports.

	Duty 2
General Summary of Duty 2	% of Time	20
Provide review of and oversight to budget expenditures for MIOSHA programs, monitor federal grant expenditures, coordinate preparation of federal grant applications, and develop and coordinate special contracts for the agency.

	Individual tasks related to the duty.
· Coordinate the annual preparation of 23(g) and 21(d) grants for federal OSHA, Survey of Occupational Injuries and Illnesses and Census of Fatal Occupational Injuries grants for BLS, and other grants related to MIOSHA programs.
· Review monthly expenditure reports and related information to monitor expenditures for various grants.
· Provide final agency review and approval through Sigma for program expenditures.
· Develop and coordinate any special contracts required to facilitate agency operations.



	
Duty 3
General Summary of Duty 3	% of Time	10
Establish operational and strategic program objectives that are consistent with division and agency goals, monitor their achievement, evaluate success, and adjust strategies as needed and report program outcomes.

	Individual tasks related to the duty.
· Actively participate in planning and implementation of the MIOSHA Strategic Plan.
· Ensure consistency of division activities with MIOSHA’s strategic initiatives.
· Provide data, reports, and managerial and technical support as needed to support the agency’s strategic planning and implementation efforts.
· Participate in monthly policy-level meetings with agency directors to establish policy, identify initiatives, and plan strategies.
· Work with MIOSHA Director and Deputy Director on agency-wide initiatives.
· Provide leadership in continuous improvement efforts.

	Duty 4
General Summary of Duty 4	% of Time	10
Perform any other related functions and serve as MIOSHA Director’s or Deputy Director’s designee in assigned program activities.


	Individual tasks related to the duty.
· Develop or coordinate special projects as assigned by agency administration for efficient operation of MIOSHA.
· Serve as agency representative on various committees as assigned or appointed.
· Review and edit reports prepared by other agencies in conjunction with or on behalf of MIOSHA.



	
Duty 5
General Summary of Duty 5	% of Time	5
Demonstrate commitment to employee performance appraisal and feedback through the development of goals, objectives, and performance expectations for self and staff using the department's appraisal system.


	Individual tasks related to the duty.
· Develop, implement, and monitor performance management plans.
· Develop, implement, and monitor performance evaluations.
· Meet evaluation deadlines.
· Develop annual division training and employee development plan based upon staff needs and training requests.

	Duty 6
General Summary of Duty 6	% of Time	5
Provide direction in the implementation of department policies related to equal employment opportunity, diversity, discriminatory harassment, the Americans with Disabilities Act (ADA), and workplace safety and health. Ensure that equitable practices are followed in the areas of selection, hiring, assignment, discipline, performance pay, and training.

	Individual tasks related to the duty.
· Provide staff training on departmental policies and procedures.
· Monitor consistency and equity in implementation of departmental policies and procedures. 
· Evaluate division and agency policies for consistency.
· Evaluate performance of supervisors and managers related to implementation of policies.

	[bookmark: AddPage]Duty 7
General Summary of Duty 7	          % of Time	 5
Perform other related tasks as assigned by MIOSHA Director or Deputy Director.

	Individual tasks related to the duty.
· Other duties as assigned.




	
	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
Development and implementation of division and agency instructions to ensure compliance with program policies and procedures. Other MIOSHA divisions are affected by these decisions. For example, these policies and procedures control the manner in which strategic plan performance is measured for the divisions and agency. Also review development and implementation of policies and procedures for the use of the laboratory’s analytical services and allocation of field instrumentation and computer services for other program divisions. MIOSHA compliance and consultation activites are affected by these policies and procedures.

		17.	Describe the types of decisions that require the supervisor’s review.
Development and implementation of management improvement initiatives that affect the entire agency. These initiatives are developed in consultation with the agency director, deputy director, division directors, and other managers.

Requests for equipment purchases that exceed maximum division approval level.

Out-of-State conference attendance.

		18.	What kind of physical effort is used to perform this job?  What environmental conditions is this position physically exposed to on the job?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions.
Occasional travel in hazardous weather conditions, frequent use of a computer, and exposures to conditions normally present in an office environment.

		19.	List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a full-time, on-going basis.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	Robert Kieffer
	State Administrative Manager 15
	
	

	Ann Whitaker
	Laboratory Scientist Manager 14
	
	

	Renee Kugler
	Physicist Manager 15
	
	

	Samantha Birsen
	Departmental Specialist 13
	
	

	Cindy Eicher
	Executive Secretary 10
	
	

		20.	This position’s responsibilities for the above-listed employees includes the following (check as many as apply):
X	Complete and sign service ratings.	X    Assign work.
X	Provide formal written counseling.	X    Approve work.
X	Approve leave requests.	X    Review work.
X	Approve time and attendance.	X    Provide guidance on work methods.
X	Orally reprimand.	X    Train employees in the work.



	
22.	 Do you agree with the responses for Items 1 through 20?  If not, which items do you disagree with and why?
I agree with the responses from the employee.

		23.	What are the essential functions of this position?
This position is responsible for ensuring that the appropriate policies and procedures are developed and implemented by staff in an efficient, effective, and consistent manner. Itineraries, schedules, programs, and performance objectives are monitored to assure and maintain the standard of performance for internal customer service established within the Strategic Plan. This position functions as the overall manager for these responsibilities. The essential duties include: administration of the agency’s Radiation Safety Section; budget and preparation of related grant applications; administrative oversight of the MIOSHA’s industrial hygiene laboratory and calibration and maintenance of industrial hygiene instrumentation; the collection, control, and analysis management and reporting of all MIOSHA program data and statistics; the administration of statewide employer surveys in cooperation with federal Bureau of Labor Statistics; and the administration of the MIOSHA CET Grant Program.

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
Administration and oversight of the Wage and Hour Program and the Standards and FOIA Sections have been removed.

		25.	What is the function of the work area and how does this position fit into that function?
MIOSHA helps to protect the safety and health, of Michigan workers. The director of the Technical Services Division provides administrative oversight for the agency’s Radiation Safety Section, the budget and grant applications, the laboratory and field instrumentation, the MIOSHA program data and statistics, statewide employer surveys for BLS, and the CET Grant Program.

		26.	What are the minimum education and experience qualifications needed to perform the essential functions of this position?

	EDUCATION:
Bachelor’s degree in any major. Degree in business, public administration, or occupational safety and health preferred.

	EXPERIENCE:
Two years of experience as a professional manager or program/staff specialist, or equivalent experience.

	KNOWLEDGE, SKILLS, AND ABILITIES:
In depth knowledge of the MIOSHA program. Ability to work under pressure and make decisions under stress. Ability to communicate effectively verbally and in writing and reach compromises where appropriate. Good time management and other managerial skills. Must be able to travel in-state and out-of-state.

	CERTIFICATES, LICENSES, REGISTRATIONS:


	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position.

	I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.

	 		 		
	Supervisor’s Signature			Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

		Indicate any exceptions or additions to statements of the employee(s) or supervisors.


		I certify that the entries on these pages are accurate and complete.
 		 		
	Appointing Authority Signature			Date

	TO BE FILLED OUT BY EMPLOYEE

		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.
		 		
	Employee’s Signature			Date


NOTE:  Make a copy of this form for your records.
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